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Abstract of a Practicum report presented to Nova Southeastern 
University in partial fulfillment of the requirements 
for the degree of Doctor of Education 

DEVELOPMENT OF AN MBA STUDENT HANDBOOK FOR THE SCHOOL 
OF BUSINESS AND ENTREPRENEURSHIP 
by 

Cynthia H. Macri 
January 1997 

The purpose of this study was to develop a handbook for the MBA students at the School 
of Business and Entrepreneurship at Nova Southeastern University. A literature review was 
conducted to determine what information students need, what format is best, and what legal 
ramifications needed to be considered. 

Upon review of multiple handbooks from other universities and other departments within 
Nova Southeastern University, a list of topics to include was generated and presented to a 
formative committee, consisting of the advisor, a marketing manager, and the international 
student advisor. The list included items such as program information, financial aid, housing, 
commencement, student conduct, grades and appealing grades, computer labs, and library 
services. An initial draft was produced and copies provided to the members of the formative 
committee. Their feedback was incorporated into another draft for review by a summative 
committee, consisting of the associate dean for academic affairs, an MBA student, a marketing 
manager and alumnus, and the associate dean for marketing and program services. Their input 
was incorporated into the final document and given to the director of the MBA program for final 



approval. 
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A recommendation was made to pilot test the MBA Student Handbook with a focus group 
of new students to determine its efficacy. A second recommendation was to place the handbook 
on-line and to periodically review and update its contents. A final recommendation was to 
modify the MBA Student Handbook for use with each master's program offered by the School of 
Business and Entrepreneurship. 
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Chapter 1 

INTRODUCTION 

Nova Southeastern University (NSU) is a private, non-profit institution offering 
traditional and non-traditional programs of study at both the undergraduate and graduate levels. 
The School of Business and Entrepreneurship (SBE) offers six masters programs and seven 
doctoral programs in a weekend format to approximately 2000 students on campus and at more 
than 20 locations throughout the world. The weekend format allows working professionals to 
enhance their education while maintaining a full time work load. 

Background and Significance 

The advising component of the office consists of one advisor whose duties relate 
primarily to the approximately 600 doctoral students and the director who handles the remaining 
1400 master's students. Additional but limited advising support is provided by the 
Administrative Assistant and one admissions clerk. An additional advisor position for the 
master's programs has been approved. 

The SBE Catalog contains the policies that govern completion of each of the graduate 
programs, as well as procedures for appealing a grade, filing grievances, and obtaining full 
matriculant status. In addition, the catalog contains University-wide policies on drug abuse, the 
code of student conduct, sexual harassment, etc. While all of this information is available within 
one publication, the information is not always easy to find or to understand. Consequently, staff 
from other departments and students call the Office of Student Services to obtain information 
that can be researched in the catalog. As the MBA program is the largest, enrolling more than 
1400 students each term, most of the calls received are from the MBA students. 

Due to the large volume of calls received daily, the advisor and the director often are 
unavailable to everyone needing information. Students then complain that they are unable to 
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reach anyone when they have a problem that needs to be solved. If the students and staff could 
easily find the information they need in an easy-to-follow format, it could reduce the number of 
unnecessary calls coming into the Office of Student Services, allowing the advisor and the 

director to help the students who are truly in need. The problem was that no such publication 
existed. 

Purpose of the Study 

The purpose of this practicum was to develop a student handbook to supply information 
to the students and staff in an easy to access format. Information to be included consisted of the 
policies and procedures students need to follow during their MBA studies at the SBE. Should 

the handbook be successful, it would be used as a model for handbooks for the other master's 
programs offered at the SBE. 

This development practicum is directly related to the Politics, Law and Economics of 
Higher Education seminar, because it addresses the legal issues surrounding written information 
distributed by schools, and pertaining to completion of degree programs. Indirectly, it addresses 
economic issues related to student satisfaction and maintaining enrollment. Completion of this 
project required in depth research to understand how the courts view cases surrounding written 
information on completion of degree programs, what information to include, and student input on 
what makes sense to them, the end users. 

Research Questions 

There were two research questions for this study. First, "What information needs to be 
included in a student handbook?" Second, "What are the legal responsibilities of the student and 
the University in respect to the information in the handbook?" 
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Definition of Terms 

For the purpose of this practicum, the following terms need clarification. 

Admissions clerks . Clerks who process application forms and maintain student 
application files. 

Marketing Manager . Person who is responsible for recruiting students within a specific 
geographic area or for a specific master's program. 

Matriculation . The state of being enrolled in active pursuit of a degree. 

Non-traditional format . A delivery format where classes are offered in a weekend format, 
which accommodates the needs of full time, working professionals. 
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Chapter 2 

REVIEW OF LITERATURE 
Legal Implications 

A review of the literature revealed multiple references regarding the viewpoint of the 
courts when analyzing the relationship of the student and the institution of higher education and 
the function performed by the catalog and other written documents of a college or university. 
Hendrickson and Gibbs ( 1 995) and Shur (1988) point out that the courts more often than not 
view the relationship as a contractual one. Commercial contract law, according to Cherry and 
Geary (1992), requires that both parties agree to the contract or it is not binding. Yet, with 
school catalogs and handbooks, the students are not part of the process for developing the terms 
and conditions of the contract. According to Shur (1988), it is implied that when students 
matriculate, they agree to abide by the school's rules and regulations. Therefore, commercial 
contract law does not uniformly apply. 

Kaplin and Lee (1995) review multiple cases in which the courts used contract theory to 
determine their rulings. In Lexington Theological Seminary v. Vance , 596 S.W.2d 1 1 (Ky Ct 
App. 1 979), the courts ruled in favor of the plaintiff who was denied his degree. The Lexington 
Theological Seminary refused to award Vance his degree on the grounds that he was 
homosexual, and therefore did not possess the appropriate character to uphold Christian ideals as 
stated m the school's catalog. The court found for the plaintiff, because he had upheld his end of 
the contract by completing all of the academic requirements necessary. The court further stated 

that the language in the catalog dealing with a person's character was vague, making it difficult to 
interpret and uphold. 

In another case, Mahavongsanan v. Hall , 529 F.2d 448 (5th Cir. 1976), a student was 
denied her master's degree because she failed to satisfy an examination requirement added after 
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she had begun her studies. The court ruled for the school, stating that a school has a right to 
make changes to its programs as long as they exercise educational responsibility (Kaplin & Lee, 
1995; Shur, 1988). Generally, the courts have upheld the schools' decisions on matters of 
academic nature i.e., grades and dismissals for academic reasons. 

Cherry and Geary (1992) define what constitutes a contract between students and schools. 
In some states, written information in any publication constitutes a contract. In other states only 
the information in the catalog or bulletin constitutes a contract. More importantly, Cherry and 
Geary (1995) warn that the wording of the information is analyzed in making legal decisions, so 
all of the information must be carefully written to increase clarity. A second aspect of a contract 
is dependent on where the students' responsibilities lie. Cherry and Geary (1992) suggest that 
this information should be printed, also. Gehring (1993) adds that the courts expect schools to 
follow what they have printed. However, certain changes can be made without constituting a 
breach of contract. For example, Weeks (1996) discusses the case of Hammond v. Auburn 
University 669 F. Supp. 1555 (M.D. Ala. 1987), in which Hammond was denied his petition to 
have his degree conferred. Auburn University had raised the required graduating grade point 
average two years into Hammond’s matriculation. The court noted that sufficient notice of the 
change had been given to all students, and there was a reservation clause in the catalog stating 
that the university could change academic requirements. Therefore, Hammond's case was 
dismissed as being without merit. 

Contract law is sometimes strictly applied, and at other times the contract relationship 
between a student and a school is viewed as unique, making it possible to apply contract theory 
only in certain situations (Cherry & Geary, 1992). Several authors (Cherry & Geary, 1992; 
Gehring, 1993; Kaplin & Lee, 1995; Kintzer, 1983; Shur, 1988; Weeks, 1996) support the use of 
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Gehring, 1993; Kaplin & Lee, 1995; Kintzer, 1983; Shur, 1988; Weeks, 1996) support the use of 
disclaimer statements and reservation of rights statements in catalogs and other written 
materials. As long as sufficient notice of a change is given to students, the school is within its 
rights to make that change. However, Cherry and Geary (1992) warn that care should be given to 
avoiding ambiguity in the language used in the disclaimers. In general, the cases reviewed 
illustrate that the entire catalog is not viewed as a binding contract and therefore, commercial 
contract law can not be universally applied. 



Fielding and Schlalock (1985) present a five-step model for developing a teacher's 
handbook. They recommend: (a) conceptualizing; (b) preparing the initial draft; © revising and 
preparing a new draft; (d) performing a pilot test; and (e) reviewing and preparing a final 
revision. Ford and Ford (1991) recommend a similar model but add that commitment from upper 
administration should be secured first. Then goals and objectives should be decided upon before 
the content is determined. Smith (1988) suggests a seven-step model for writing vocational 
training manuals. His steps include: (a) determining content; (b) organizing the project; © 
conducting research; (d) drafting the contents; (e) analyzing and revising the draft; (f) preparing 
the final draft; and (g) evaluating. The model is circular, in that once the final evaluation is done, 
the process starts over. 

Wilkie (1991) used a development team for writing a handbook for undecided majors and 
advises that communication among the development team is critical for success. Wilkie also 
recommends ongoing assessment and a final evaluation before distribution. McKinnon (1991) 
recommends a yearly revision process for a staff handbook she developed. 



Handbook Development 
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Content and Design 

Trombley (1979) states that one goal of an advising program is to provide written 
information to aid students in their decision making about their course of study. In developing a 
model for providing support services to adult learners, California State University, Hayward 
(1989) found that one of the barriers to adults returning to school is the lack of clarity in 
admissions and enrollment and scheduling policies the adults encounter. Bowser and Race 
(1991) found that students in distance learning centers ranked clarification of academic and 
administrative concerns highly important and valuable to them. A handbook could include 
information to clarify academic and administrative policies that would assist students in decision 
making and subsequently, the school in retention matters. 

Several authors, Ford (1990), Kinningham, Maneth, Goll, Narin, Murry, Bagshaw, 
PattorofT, and Nulton (1993) have written student advisor handbooks to assist advisors in 
disseminating accurate and consistent information to students. Malin, Dougherty, and Skinner 
(1979) found that one predictor of adult satisfaction with college included their satisfaction with 
advisement, counseling, and scheduling. Much of this same information could be written into a 
handbook for students to use as a resource guide. 

Additionally, a review of literature on student orientation programs revealed that adults 
need information on the campus, scheduling, and their academic responsibilities (Rentz & 
Associates, 1996; Vickio & Tack, 1989). If no student orientation program exists or if students 
are unable to attend, a student handbook could provide the information craved by adult learners, 
especially those enrolled in distant locations. 

Ford and Ford (1991) include in their advising manual, definitions along with information 
on student academic responsibilities, program regulations and guidelines, administrative 
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policies, a directory, education requirements, and student rights under the Family Education 
Rights and Privacy Act of 1974. Toews and Dykeman (1994) also suggest including information 
on the responsibilities of both parties in their internship handbook, written for Eastern 
Washington University. Similar information could be included in a student handbook for easy 
reference. McKinnon (1991) found that additional information in staff handbooks she reviewed 
included a welcome letter, the mission of the school, and pertinent policies and procedures. 
Kintzer (1983) states that manuals should include information on frequently asked questions and 
advises that any handbooks should include a statement reserving the right of the college to make 
changes. Kintzer also suggests that policies be paraphrased in straight forward language to 
increase comprehension. 

In reviewing handbooks from several schools, the author found additional information 
included, dependent upon the goals of the individual college. The Graduate Handbook 1985-86 
(University of South Florida, 1985) includes information on the comprehensive examination, the 
thesis, and the responsibilities of graduate assistants. The Student Guide to College Without 
Walls at Sinclair Community College (1978) includes information on faculty/mentor 
relationships and stopping out policies. Some handbooks (Florida Atlantic University, 1984; 
Nova Southeastern University, 1992; Nova Southeastern University, 1994; University of West 
Florida, 1985) only include program information, while others (Iowa State University, 1996; 

Nova University, 1993) include broader, university-wide information such as financial aid, 
textbooks, housing, and other university services. 

Marshall and Andrew (1990) assessed several dozen college catalogs, and found them to 
be ". . . complicated, confusing, and loaded with policies and details which could be better 
disseminated in other publication forms after a student enrolls" (p. 14). Therefore, they 
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recommend, along with Kintzer (1983), and Smith (1988) that regardless of the exact content, the 
information shonld be easy to find and presented in a logical manner. Also, the information 
should be clear, accurate, and current (Cherry and Geary, 1992), and the content should be 
meaningful to the reader (Fielding & Schlaloclc, 1985; McKinnon, 1991). The language that 
supports Board of Trustee policies should be at a reasonable reading level (Kintzer, 1983), and 
probably most important, the infonnation should reflect promises that can be delivered 
(Hendrickson & Gibbs, 1986). The student handbook for the School of Business and 
Entrepreneurship MBA students pulls all of the necessaty infonnation together and presents i, in 

a logical, easy to read and follow format. In turn, the students will find it easier to access the 
information they need. 
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Chapter 3 

METHODOLOGY AND PROCEDURES 

The research questions to be answered in this development practicum were, ""What 
information needs to be included in a student handbook?" and, "What are the legal 
responsibilities of the student and the University in respect to the information in the handbook?" 
Approval for the project was secured from the associate dean of marketing and program services. 

First, a review of the literature was conducted on how to develop and write a handbook or 
manual, what information should be included, and what the legal ramifications are for the 
institution and the student. Second, handbooks from other universities and other departments at 
NSU were reviewed for content, format, and organization. From this information, an outline of 
what information to include was developed to present to the formative committee. 

Data Collection 

A formative committee, consisting of the director of student services, the advisor, a 
marketing manager, and the international student advisor met on October 3, 1996, reviewed the 
outline previously prepared. They made suggestions for further information to be included in the 
content as well as suggestions for format and organization.. Next, a draft of the handbook was 
prepared and distributed on November 1 , 1 996 to the members of the formative committee to 
review on an individual basis. Their feedback was incorporated into a final draft. 

A summative committee was formed, consisting of the associate dean of marketing and 
program services, two MBA students, an MBA marketing manager and alumnus, and the 
associate dean of academic affairs. The associate dean of academic affairs was added to the 
committee, because a reorganization within the SBE recently placed the office of student services 
within his supervision. The final draft was distributed to the summative committee at a meeting 
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on December 1, 1996. The intent of the handbook was discussed and each committee member 
was asked to provide his or her input individually. Their feedback was incorporated into the final 
product, and it was given to the program director for approval. 

Assumptions 

For this practicum, it was assumed that the members of the formative committee had the 
expertise to guide the development of this project. It was further assumed that the summative 
committee's evaluation of the content and format was valid. 

Limitations 

The product was limited to the students attending the weekend MBA program at NSU. 

Policies governing enrollment in and completion of MBA programs at other institutions can vary 
widely. 
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Chapter 4 
RESULTS 

The formative committee met on October 3, 1996 to discuss the content and format of the 
MBA Student Handbook. A list of information to be included was developed and used to guide 
the preparation of the first draft. The list included the SBE mission and goals, student 
responsibilities, definitions of terms, program and matriculation details, registration information, 
financial aid, textbooks, housing, career resources, graduation requirements, commencement 
information, Sigma Beta Delta Honorary Society requirements, the Graduate Business Student 
Association, reactivation and requirements for a second degree, grading and academic probation, 
resolving allegations of misconduct, and student rights under the Americans with Disabilities Act 
and the Family Education Rights and Privacy Act. 

The committee members were given a copy of the initial draft and provided feedback in 
the form of editorial comments directly on their copy of the draft. Suggestions for change 
included revising the order of certain categories and including the students rights and 
responsibilities and student relations information currently found in the SBE Catalog. The 
committee members' comments were incorporated into a final draft. 

The final draft was submitted to the summative committee on November 1 , 1 996. The 
committee provided feedback in the form of editorial comment directly on their copies of the 
draft. Their feedback included adding the NSU Reservation of Power policy, which was added 
to a final product for approval by the MBA program director. The final product was approved by 
the program director on January 2, 1997. 

The final product is a broad document that provides the MBA students with program- 
specific information that explains all of the policies and procedures governing their program, and 
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refers them to the appropriate office within the University to get other information they need. 
The MBA Student Handbook contains disclaimer statements that both protect the SBE and the 
integrity of the program. It also contains a student responsibility statement so that students can 
understand what is expected of them by the School. 
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Chapter 5 



DISCUSSION, CONCLUSIONS, IMPLICATIONS, AND RECOMMENDATIONS 




Discussion 

The product from this study was intended to better meet the informational needs of the 
weekend MBA students and the office of student services in providing information to the 
students. Legal issues were researched and taken into account when deciding what needed to be 
included and on the specific language to be used for each section. A disclaimer statement and a 
statement reserving the SBE's right to make changes was included. 

Additionally, the SBE's expectations of the students and what their responsibilities are in 
completing their degree programs were delineated. It was hoped that this information would 
assist the students in understanding that they held certain responsibilities also for their success in 
their programs of study. 

The formative committee decided to make the handbook a broad document and set 
content objectives to include information on university services, the graduate business student 
association, library, and alumni association. Input on the first draft from two currently enrolled 
students proved invaluable in completing the final draft. Both students provided feedback on 
content as well as layout. All of their suggestions were implemented in an effort to provide a 
document that was meaningful to the students, as they are the end users. 

Conclusions 

The MBA Student Handbook provides the students with a document that is user friendly, 
and easy to read. It is applicable only to their program of study, and therefore, less confusing to 
use than the SBE Catalog, which discusses all SBE masters and doctoral programs. If the 
students find it easier to understand what is expected of them, they can better plan the steps they 
need to successfully complete their degrees without inconvenient delays. 
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Legal ramifications were considered when writing this document to protect the interests 
of the SBE, the University, and the academic integrity of the MBA degree program. While the 
SBE has not been sued for any of the reasons cited in the literature review of this practicum, they 
must be wary of the litigious environment surrounding them. 

Implications 

Because the MBA Handbook provides students with the specific requirements of the 
MBA program, laid out in a easy to use format, they should have a better understanding of what 
is expected of them to complete their degrees. They no longer will have to wade through 
information on various degree programs, diverse policies and procedures, multiple matriculation 
requirements, etc. to find the information they need. The staff should experience the same ease 
of use, which will cause the catalog to become more of a reference guide than a dailv guide. 

Additionally, because the information is more easily accessed and readable, the students 
should have fewer routine questions to ask of their advisor and the director of student services, 
freeing those personnel to handle problems that truly need their assistance. The SBE staff will 
also find information more easily and not have to rely on the student services staff to direct them, 
agam, helping to free the phone lines to deal with more substantive issues. 

The easier it is for students to navigate through their programs of study, identify where to 
get the services they need, and to complete their degree programs, the more favorably they will 
remember their educational experience with NSU and the SBE. They will relay information 
about their positive experiences and recommend NSU to family and friends, aiding in enrollment. 

The MBA Student Handbook can assist the SBE in achieving and maintaining a positive image in 
the community. 
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Recommendations 

Several recommendations are made from this study. First, the MBA Student Handbook 
should be pilot tested with a focus group of new students to determine its efficacy. Changes 
should be made accordingly. Second, the MBA handbook should be continually revised and 
updated as policies, procedures, and requirements change. Each new edition should be dated and 
offered on-line as are other SBE documents. Third, after the pilot study is complete, the MBA 
Student Handbook should be distributed to all currently enrolled students and to each new 
student upon acceptance. Finally, the MBA Student Handbook should be modified for use in 
each master's degree program and distributed accordingly. 
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This handbook allows you access to the policies and procedures governing your course of study 
academically, administratively, and financially. You should become familiar with all of the 
information contained in this handbook upon beginning your program of study. Use the 
Handbook as a reference to answer questions pertaining to academic and administrative issues. 
SBE personnel will refer you to the specific section governing the area in which you have a 
question to enable you to seek out accurate information pertaining to your program of study. 

MISSION AND GOALS 

The School of Business and Entrepreneurship is dedicated to the concept of individual growth 
through enterprise. The mission of the School is the advancement of professional development 
for individuals in business, government, and not-for-profit settings at the managerial and 
executive levels. The School emphasizes creativity, innovation, and productivity in human 
enterprise. The educational philosophy of the School is growth through the practical application 
of theory. The School projects an activist, interventionist strategy in the delivery and designs of 
its programs in pursuance of this education philosophy. 

UNIVERSITY RESERVATION OF POWER 

The Nova Southeastern University reserves the right to amend, modify, add to, or delete its rules, 
policies, and procedures affecting its institutional relationship with students as deemed necessary 
by the administration. Any such amendment, modification, addition, or deletion shall not be 
considered a violation of the relationship between the SBE and the student. Such right includes 
modification to academic requirements, curriculum, tuition, and/or fees when in the judgment of 
the administration such changes are required in the exercise of its educational responsibility. 

The provisions set forth in this document are not to be regarded as an irrevocable contract 
between the student and Nova Southeastern University. Regulations and requirements, including 
tuition and fees, are necessarily subject to change without notice at any time at the discretion of 
the administration. The University further reserves the right to require a student to withdraw at 
any time as well as the right to impose probation on any student whose conduct is unsatisfactory. 
Any admission on the basis of false statements or documents is void upon discovery of the fraud, 
and the student is not entitled to any credit for work that he or she may have done at the 
University. Upon dismissal or suspension from the University for cause, there will be no refund 
of tuition or fees. The balance due Nova Southeastern University will be considered receivable 
and will be collected. 

A transcript of a student’s academic record cannot be released until all of his or her accounts and 
nonacademic fees are paid. 



Any Nova Southeastern University student has the right to inspect and review his or her 
educational record. The policy of the University is not to disclose personally identifiable 
information contained in a student’s educational record without prior written consent from the 
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student, except to University officials, to officials of another school in which the student seeks 
enrollment, to parents of dependent students, under judicial order, to parties in a health or safety 
emergency, or when verifying graduation with a particular degree. 

A student also has the right to petition Nova Southeastern University to amend or correct any part 
of his or her educational record that he or she believes to be inaccurate, misleading, or in 
violation of the privacy or other rights of students. If the University decides it will not amend or 
correct a student’s record, the student has a right to a hearing to present evidence that the record 
is inaccurate, misleading, or in violation of the privacy or other rights of students. 

If these rights are violated, students may file a complaint with the Department of Education. A 
student may obtain a copy of the Educational Privacy Act policy by requesting it in writing from 
the Office of the University Registrar, Nova Southeastern University, 3301 College Avenue, Fort 
Lauderdale, Florida 33314-7796. A schedule of fees and a listing of the types and locations of 
educational records are contained in this policy. 

SB&E RESERVATION OF POWER 

The School of Business and Entrepreneurship Student Handbook contains various policies, 
procedures, and other information currently in effect. Subsequent changes in policies, 
procedures, and other information concerning students and their programs of study are effective 
on dates when they are approved or on any other date decided upon. 

NOTICE OF NONDISCRIMINATION 

Nova Southeastern University admits students of any race, color, sex, age, nondisqualifying 
disability, religion or creed, or national or ethnic origin to all the rights, privileges, programs, and 
activities generally accorded or made available to students at the school, and does not 
discriminate in administration of its educational policies, admissions policies, scholarship and 
loan programs, and athletic and other school-administered programs. 

STUDENT’S RIGHTS TO PRIVACY 

The Family Educational Rights and Privacy Act (FERPA) affords students certain rights with 
respect to their education records. They are: 1 . The right to inspect and review your education 
records; 2. The right to request the amendment of your education records to ensure that they are 
not inaccurate, misleading, or otherwise in violation of your privacy or other rights; 3. The right 
to consent to disclosures of personally identifiable information contained in your education 
records, except to the extent that FERPA authorizes disclosure without consent; 4. The right to 
file with the U.S. Department of Education a complaint concerning the alleged failures by the 
University to comply with the requirements of FERPA; and 5. The right to obtain a copy of the 
University’s student records policy. You can obtain a copy of the policy from the Office of the 
University Registrar. 
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Nova Southeastern University is committed to achieving equal educational opportunity and full 
participation for persons with disabilities. It is the University’s policy that no qualified person be 
excluded from participating in any University program or activity, be denied the benefits of any 
University or activity, or otherwise be subjected to discrimination with regard to any University 
program or activity. This policy derives from the University’s commitment to nondiscrimination 
for all persons in employment and access to facilities, student programs, activities, and services. 

Achieving full participation and integration of people with disabilities requires the cooperative 
efforts of all of the University’s departments, offices, and personnel. To this end, the University 
will continue to strive to achieve excellence in its services and to assure that its services are 
delivered equitably and efficiently to all of its members. Services are provided to students with 
physical, visual, hearing, speech, learning, and temporary disabilities. Students must request 
services by meeting with the director of student services, preferably before enrollment, in order 
to assess student needs and coordinate appropriate services and accommodations. All services 
are provided based upon individual need. 

In order to receive services, all students with disabilities must submit appropriate medical, 
psychological, or educational documentation, not more than three years old, to substantiate the 
need for services. Confidentiality of records is maintained. Upon the student’s written release, 
the director of student services can verify the disability and make recommendations for necessary 
accommodations. 
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It is the student s responsibility to register according to the rules 
governing registration for classes, and to obtain course outlines/syllabi 
prior to the first weekend of class. Student’s are expected to purchase 
books prior to the first night of class, and to maintain a 3.0 grade point 
average (GPA) throughout their program of study. It is each student’s 
responsibility to read and become familiar with the policies and 
procedures in the Schedule of Classes each term as these may change 
from time to time at the discretion of the SBE. These changes include 
but are not limited to tuition costs, refund policies, late fee policies, and 
withdrawal policies. Students must adhere to all University policies 
listed in this handbook and the SBE Catalog , and uphold the standards 

of conduct expected of Nova Southeastern University (NSU) graduate 
students. 



DEFINITION OF TERMS 



Cluster: 


Off-campus location where graduate programs are held. Clusters are not 
branch campuses. 



Cluster Coordinator: Administrator for the clusters. Job duties include coordinating site 





facilities, liaisoning between campus and students, registering students, 
providing course syllabi, answering student questions, and generally 
keeping students informed of SBE and University policies and procedures. 
Cluster Coordinators are not academic advisors. 


East Campus: 


Location of the School of Business and Entrepreneurship. Address: 

Nova Southeastern University 
School of Business and Entrepreneurship 
3100 SW 9th Avenue 
Fort Lauderdale, FL 33315-3025 


Main Campus: 


Location of all University-wide services and several degree programs. 
Address: 

Nova Southeastern University 

3301 College Avenue 

Fort Lauderdale, FL 33314-7796 


Matriculation status: 


Identifies each student's current admission status 

1 . Provisional status = may register for classes, but still has 
outstanding admission and/or prerequisites. 

2. Conditional status = may register for classes, but still has 
outstanding admission and/or prerequisites and must maintain a 
grade of "B" or better in the first four courses to be able to continue 
in the program. 

3. Full = has met all admission and prerequisite requirements and is 
eligible for graduation upon completion of all required course work 
while maintaining a GPA of 3.0. 



Office of Student Services: Manages admission, counseling, registration, and application for 

degree for all SBE students. 

Sequence I or Sequence II: Refers to the set of dates on which classes meet. 



ADVISING 
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Advisors are available through the Office of Student Services. See the Schedule of Classes for a 

studen ®. f n ® me * " umbers t0 call. Advisors are assigned according to the location in which a 

student is attending classes. East Campus advisors are available by appointment only Please 
refer to the Schedule of Classes for office hours. ’ y ‘ H ease 



MBA PROGRAM 



Admissi on Requirements 



1 . 

2 . 

3. 

4. 

5. 

6 . 

7. 

8 . 

9. 



To be considered for admission an applicant must: 

hold a bachelor's degree from a regionally accredited college or university or the 

equivalent from a foreign institution; nyortne 

submit three letters of recommendation; 

Zded"rr pt(s) showin8 co ’ nfOTai ° f a bache,ops degree from an 

submit a 500-1000 word essay detailing your career objectives and how the MBA 
program will assist you m achieving those objectives- 
submit a completed application and $40 non-refimdable application fee- 
request an official GMAT score or complete a portfolio (see page 29 for guidelines 
portfolio must be submitted within 30 days of acceptance to L program)^ 
show evidence of computer literacy- s ' 

bsnguage” o^rer than Enghsfr ^ ^ ^ if - d «,e degree taugh, in a 

““ f ° r Credit “ “ gran, mg 

accounting 
business finance 
macroeconomics 
marketing 
statistics 

LSAfo n rGMno,^„ d re, te h T ^ CPA ' °' 3JD ™ exempt; an acceptable 

RE not more than 5 years old, taken prior to application may substitute. 

a^c^pr^t^ admiSSi °” ,0 aPP ' iCan ‘ “ deemS UnqUaMed eith “ 

Full matriculation 

Full acceptance will be granted upon completion of all requirements listed above St,„w 
be fully matriculated m order to register for GMP 5090 Business Policy GMP 5 102 PmH 
Improvement Workshop, or GMP 5 1 00 Master’s Project. 5 ° 2 Productlvlt y 
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GMAT 
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An acceptable score on the GMAT must be achieved within six months of beginning classes. 
Generally, a score of 450 or higher is considered acceptable. The quantitative formula used is as 
follows. Obtain at least 950 points by the following formula: 200 times the undergraduate grade 
point average (on a 4.0 scale) plus the score received on the GMAT. Students scoring lower may 
be required by the admissions committee to retake the GMAT on the next available test date. 
Registration will be refused to students who ignore the six month deadline/retake policy. 

Students who took the GRE prior to applying to the MBA program may submit those scores in 
place of the GMAT, provided they are not more than five years old. The quantitative formula 
used is as follows. Obtain at least 950 points by the following formula: 200 times the 
undergraduate grade point average (on a 4.0 scale) plus the verbal and quantitative scores 
factored by 45 percent. 

Curriculum 

GMP 5012 21st Century Management Practices 

GMP 5015 The Legal, Ethical, and Social Values of Business 

GMP 5020 Organization Behavior and Development 

GMP 5030 Human Resource Management 

GMP 5040 Quantitative Methods* 

GMP 5050 Managerial Economics for Decision Making* 

GMP 5060 Managerial Accounting* 

GMP 5070 Marketing Management* 

GMP 5080 Financial Management* 

GMP 5090 Business Policy** 

GMP 5194 Creating Customer Value 

GMP 5197 Entrepreneurial Way of Thinking 

GMP 5199 Values-Based Leadership and 

GMP 5 1 00 Master's Project** @ or 

GMP 5102 Productivity Improvement Workshop** @ 

* requires a prerequisite course 

** student must be fully matriculated to register 

@5012 through 5080 must be completed to be eligible to register 

Transfer of Credit 

Students may transfer up to two graduate-level courses taken at regionally-accredited institutions 
prior to making application to NSU provided that the following conditions are met: 

The course (s) must: 

1 . be less than five years old; 



10 




r> 



2. carry a grade of “B” or better; 

3. is not applied toward another degree; and 

4. is similar in content to the course for which it is being transferred. 
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The program director must approve all requests for transfer of credit. 

SCHEDULING OF CLASSES 



East Campus Students 

All courses are available each term on the East Campus. New students will begin their programs 
of study with courses offered on Sequence n. Once these courses are completed, students will 
continue their studies with courses offered on Sequence I. GMP 5090 Business Policy must be 
taken in the last term. 

Cluster Students 

Limited courses are available in cluster sites in a specific order each term. Please refer to the 
Schedule of Classes for a listing of current offerings and the order in which courses are offered in 
clusters. Students who attend classes in cluster sites and who take the courses out of the 
recommended order, risk the chance that courses they are lacking may not be available for three 
months to over one year at that site. 

Prerequisite requirements 

Students are ineligible to register for cou r ses requiring prerequisites until they have 
completed the required prerequisite course. 



Students who have not previously taken prerequisite courses as part of their undergraduate 
degrees may meet the prerequisite requirements in one of the following ways: 

1 . enroll in video-computer course through the SBE (see Schedule of Classes for details); 

2. enroll in any regionally accredited college or university; submit official transcript upon 
completion of course(s); or 

3. pass a challenge exam (see below for details). 



CHALLENGE EXAMS 

Challenge exams are available at a cost of $50 per subject for all prerequisite courses. All 
challenge exams consist of multiple choice questions covering subject matter normally learned in 
a corresponding undergraduate course. Students have three opportunities per subject to take a 
challenge exam to attain a passing score of 60% or better. 

Procedures for taking challenge exams 

1 . call your student advisor to obtain a copy of a syllabus for the 
prerequisite you wish to challenge; 
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2. study for the exam; 

3. order the exam from the Office of Student Services to be sent to your cluster 
coordinator, if attending at a cluster site outside of Broward County; or 
schedule an appointment to take the exam in the Office of Student Services (all 
Broward County students); 

4. be prepared to pay the $50 fee at the time the exam is taken. 

SPECIALIZATIONS 

Specialization courses leading to a certificate in that field are available at the East Campus in Ft. 
Lauderdale. See the Schedule of Classes for details on the availability of specific specializations 
and course offerings. Cluster students should contact their cluster coordinators for information 
on establishing a specialization in their cluster. 

INACTIVE STATUS/REACTIVATION PROCEDURES 

Admission files are inactivated for students who have not registered for one full year. Once a file 
has been inactivated, the student must request reactivation in writing. Upon reactivation, the 
student must adhere to the requirements, policies, and procedures in practice at the time of 
reactivation. Courses taken more than five years ago may be invalid. 

SECOND MASTER'S DEGREES 

Students who have completed a master's degree through the SBE and who wish to pursue a 
second master's degree through the SBE must notify the Office of Student Services in writing. 

Upon receipt, prior course work will be evaluated to determine which, if any, courses can be 
credited toward both degrees. You will be notified in writing of what courses must be completed 
to attain the second degree. A minimum of 21 credits must be completed for all second degrees, 
although more may be required. 



REGISTRATION 

Cluster students will register through their cluster coordinators. 

Campus students will register through the Office of Student Services. The Office will remain 
open until 6:30 P.M. on the last Friday night of classes and from 8:30 A.M. - 1 :00 P.M. on the 
last Saturday of classes during each sequence every term to assist you with your registration. 

Procedures 



1 . register according to the dates listed in the Schedule of Classes ; 

2. complete sections A through E on the registration form; be sure to include the appropriate 
section code; i.e. MB1, MB2, RWT, SCFI, JXC, etc. to identify where you are attending 
classes; 

3. sign below section C, course schedule; 

4. pay appropriate tuition and fees at the time of registration or have approved financial aid 
in an amount to cover the total costs; and 
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5. return registration and payment to the Office of Student Services or your cluster 
coordinator. 

Late Registration 

Students must pay late registration fees according to policies listed in the Schedule of Classes. 
These fees range anywhere from $ 1 5 to $ 1 00 in addition to the regular $20 registration fee. 
Please refer to the Schedule of Classes for dates governing the late fee policy. 

Drop/Adds 

There are financial penalties for dropping courses after classes begin. Please refer to the 
Schedule of Classes for details on refunds for dropped classes. 



Students may add courses at any time up to the first weekend of class without penalty. 
Permission from the instructor must be obtained to add courses after the first weekend but before 
the second weekend of class. No courses may be added after the second weekend the class 
meets. Payment must be received at the time a course is added. 

Withdrawal Policy 

Students wishing to withdraw from the program may do so in writing. Tuition and fees may be 

refunded at the discretion of the SBE. Please refer to the SBE Catalog for details governing the 
withdrawal policy. 6 



International Students 



Students holding F-l or J-l visas are required to take a minimum of six credits each term. 
Exceptions can be made only when required courses are unavailable. All F-l and J-l status 
students must attend classes at the East Campus. 

PRODUCTIVITY IMPROVEMENT WORKSHOP/ MASTER'S PROJECT 

Students may choose between completion of GMP 5102 Productivity Improvement Workshop or 
GMP 5 1 00 Master's Project as their final course of study to meet the requirements for their 
degrees. The Productivity Improvement Workshop is a week-long, four-credit course that meets 
on the East Campus throughout the year. The master's project is a major applied research paper 
which is approved by the program director and directed by an assigned faculty member. To be ’ 
eligible to register for the capstone course/project, students must meet the following 
requirements: 

1 . be fully matriculated; 

2. have registered for and completed all required courses; and 

3. hold a cumulative GPA of 3.0. 
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Establ ishing eligibility for GMP 5102 Productivity Improvement Workshop (4 credits) 
6-9 months prior to anticipated completion of all required courses students should: 



38 



1 . send completed reservation form located in the back of the Schedule of Classes to 
reserve a seat in a workshop that will occur after the term your final classes will 
end; and 

2. complete any outstanding admission requirements prior to final term of study. 
Only students who have met all of their admission requirements and are enrolled in their final 
courses will be allowed to register for the previously reserved workshop. Approximately six 
weeks prior to the reserved workshop date, the Workshop Coordinator will reschedule students 
with outstanding requirements into the next available opening in a future workshop. Please 
remember that students are constantly reserving workshops; hence, future openings often 
occur six months after the originally reserved workshop date. 



Registration materials, reading materials, and your workshop assignment will be automatically 
mailed to you, six to eight weeks prior to your scheduled workshop date. You must register for 
the workshop within 30 days of your scheduled workshop date. 

Establishing eligibility for GMP 5100 Master's Project (4 credits) 

Contact the program director six months prior to completion of weekend courses to discuss 
possible areas of research. Upon approval of the project topic, the program director will assign a 
faculty member to direct your research. You must register and pay the current tuition rate for the 
master's project to receive credit and graduate. 

GRADING AND ACADEMIC PROBATION 



Grading 

Grades of A, B, C, or F are given for all courses. Students must maintain a 3.0 minimum GPA 
throughout their graduate studies. Students who receive less than a 3.0 at any given time will be 
placed on academic probation and face possible suspension. Please refer to academic probation 
policies page 14. 

Incomplete grades 



Students who are unable to complete a course within the regular term dates must contract with 
the instructor to receive a grade of "I." Students who receive an incomplete grade have three 
months to complete the course and clear the "I." If three months pass and the "I" is not cleared, 
the student will automatically receive a grade of "IW." All courses that receive an ’TW" must be 
retaken at the full tuition rate. 
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